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SPOKANE TRANSIT 

POSITION DESCRIPTION

FOR
SHIPPING AND RECEIVING CLERK
NATURE OF WORK

Position is responsible for the receiving and stocking of all parts and supplies and other related work as directed by the department manager.  The Shipping and Receiving Clerk shall also prepare all outgoing items for shipment and clean all areas of the parts room on a regular basis.  Duties are physical in nature, requiring a good degree of strength.

SUPERVISION

Position is under the general supervision of the Purchasing Manager.

ESSENTIAL FUNCTIONS
Performs the following and other related duties as required.


Example of Duties
Receive and stock bus, van and vehicle parts by part number and location.  Receive and store other miscellaneous supplies.

Prepare bills of lading and prepare outgoing items for shipment. 

Work with freight companies to obtain desirable freight rates and pickup times.

Regularly clean floors and shelves to maintain a neat, clean working environment for all storeroom employees.

Data entry into computer to issue parts from inventory, to receive parts into inventory, and to prepare inventory identification labels for stocking locations.

Deliver supplies and other miscellaneous items to various departments.

Pick up parts and supplies as necessary from local suppliers with the use of company vehicles.

Track and maintain a parts warranty program.

Maintain, and coordinate with other departments, the materials recycling program.

Locate and issue parts from inventory to mechanics.

Operate a forklift to unload pallets, parts, and supplies from freight trucks.

Periodically cycle count specified inventory to help maintain accuracy.

Must be punctual, reliable and maintain regular attendance in order to contribute individually to the efficient and effective delivery of transportation service to the general public.

Must be able to accurately and honestly represent STA in any legal proceedings that may result from the normal performance of the position.

This job description in no way implies that the duties listed here are the only ones the employee can be required to perform.  The employee is expected to perform other tasks, duties and training as dictated by their Supervisor and/or Spokane Transit.

MINIMUM REQUIREMENTS

Training and Experience:  Graduation from an accredited high school or its equivalent and two years of previous work experience in a shipping and receiving function, which includes one year of parts inventory control experience.

License:  Must possess a valid driver’s license from the state of residence.  Incumbent may be required to obtain licenses and certificates necessary to meet the responsibilities of the position.

Physical Capabilities:  You must be able to pass the pre-employment physical and perform the essential functions of the job.  The job requires significant physical activity with considerable stooping and lifting.  Must demonstrate ability to repetitively lift and carry items weighing up to 70 pounds, and have ability to occasionally physically lift and move parts weighing up to 180 pounds. 
Must be able to receive detailed information through oral communication and to make discriminations in sound.

Visual acuity to determine depth and field of vision.

Computer Skills:  Experience within the Microsoft environment and with an automated business system preferred.

SELECTION FACTORS

Ability to communicate effectively through both written and verbal modes, and perform basic mathematical functions accurately.

Knowledge of shipping and receiving functions, including UPS, FedEx and truck freight requirements.

Knowledge of material control and inventory stock keeping principles.

Knowledge of complete forklift operation in constructive areas.

Ability to operate a computer efficiently for basic data entry.

Ability to understand and execute oral and written instructions and to effectively apply  policies and procedures to varied situations.
Ability to multi-task in a fast paced environment.
Ability to establish and maintain effective working relationships with supervisors and co-workers.

Attitude of neatness, pride, conscientiousness, motivation, and care in work performance; maintain good attendance.
Provide excellent customer service to both internal and external customers.
WAGE

As provided for in the labor agreement with ATU Local #1015.

AA/EEO

All qualified applicants will receive consideration for employment and will not be discriminated against on the basis of age, disability, ethnicity/race, national origin, religion, gender, gender identity, sexual orientation or veteran status.  

I acknowledge that I have read this job description, and I feel that I can perform the essential functions of the position with or without reasonable accommodations. 
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